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Option 1

1. Launchpad (#1)

2. Click Create New 

Record hyperlink (#2).
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3. The Select a record type  

form displays (shown).

4. Click arrow to the left of 

a module to expand the 

module and view the 

categories (#1).

5. Click the record -type 

hyperlink to select a 

record type (#2).
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6. After clicking a record 

type, selection 

highlights in blue (#1).

7. The Create Application 

tab (link) becomes 

active (#2).

8. Click the Create 

Application link.
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The Application Intake form displays (shown). Scroll through the 

form completing all required fields . Required fields are identifiable 

by a red asterisk ( * ).  Click the Submit tab when through (shown).



Option 2

1. Launchpad (#1)

2. Click All Pages 

(#2).

3. Filter for Record 

(#3).

4. Click Record 

hyperlink (#4).
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5. The Record search page displays. Click New (#1).



6. The Select a record type  

form displays (shown).

7. Click arrow to the left of 

a module to expand the 

module and view the 

categories (#1).

8. Click the record -type 

hyperlink to select it 

(#2).
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APPLICATION INTAKE FORM is divided into the following sections:

Å RECORD DETAIL

ÅADDRESS  

ÅPARCEL

ÅOWNER 

ÅCONTACT 

ÅCUSTOM FIELDS 

ÅASSOCIATED GIS FEATURES

ÅCUSTOM LISTS 

ÅDOCUMENTS 

The Application Intake 
form does not advance 
to the  record issuance 
level until all  required 
fields are completed.



Submit Creates a new Record

Save Without 
Submit

Saves the record for completion at a later time.  A 
temporary number is assigned. Use the temporary 
number to search for the application to complete it.

Validate Displays any errors in the form for correction before 
you click Submit.

Estimate fee Provides an estimate of the fees associated with this 
type of record.

Reset Clears all fields in the Intake Form.

Cancel Closes the Intake form without saving any data.

Help Launches a help menu with more information about 
Records within BuildSA .
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Congratulations!

This concludes Module Five

It is time to test your recalléé



TEST YOUR RECALL

1. The Launchpad is the access point to creating new records.     ___True ___False

2. Record Detail, Address, Parcel, Owner and Contact sections are standard on all 

application in -take forms. ___True ___False

3. The Custom Fields and Custom Lists sections on the application in -take forms are 

unique to the specific application type . ___ True ___ False

4. Required sections or fields in the application in -take form are identifiable by a 

red asterisk. ___True ___ False

!ƴǎǿŜǊǎ ƻƴ ǘƘŜ ƴŜȄǘ ǎƭƛŘŜΧ



If you answered 

True to all of the 

questions, you 

answered correctly!

Time to begin 
the next 
moduleé


